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1.

1. Requesting Agency
. MARYLAND VETERANS COMMISSION

2. Division or Bureau of Requesting Agency

A

Dispose of present accumulation. No
additional occumulation is antici- .
pated. Records have ceased to have value

to warrant retention. have value to warrant

Establish retention schedule for re-
cords for which there is a continuing
occumulation. The records will cease to

3. Authorization Requested (Check only one of the squares below).

Microfilm and destroy originals,

Originals if not microfilmed would be
retoined for the period of time indicated.
their retention after

the period of time indicated.

4,
Item

No.

Describe records accurately.

(cubic or linear feet).

5. Description of Records

Include title, form number, size of documents,
work or activity to which the records relate,
Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

inclusive dates, and quantity

‘
~

1. | MINUTES

Dates: 1938 - - _
File Arrangemont: Chronological

the Commission.
RECOMMENDATION: RETAIN PERMANENTLY.
GRAVES REGISTRATIdN

Size: l® x 6 _

Dateg: 1924 - - -

Quantity:s 21 drawers
File Arrangement: Alphabetical

Minutes of the Commission have been maintained since 1938. Entrdes
show all important actions, policy decisions, appointments, etc. of

APPROVED
HALL OF RECORDS COMMISSION

Anmual Accumulation: 1 linear foot

\

For the period 192li~195; cards were prepared for each veteran buried
in the Statas. ~
buried prior to 1924,
gervice, rank, where enlisted and discharged, date and place of
buriel, war record, next of kin and address, any remarks, and
source of information.
certificate, received from the State or Baltimore City Health De-
partment, has been used as the grave registration.

Article 96}, Section 6 of the Annotated Code of 1551 requires the

The file contains a few cards of deceased veterans
The cards show ths name, war, home address,

Since 1954 a photostatic copy of the death

7. Agency, Division or Bureau Representative

Lttt C- AN Sictivssnery

State Service Officer

5/2/1956

Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of

‘Records Commission.

Public Works.

M. S

MAY 1

11858

/56

Date

Disposal Authorized as Indicated in Col. 6 by Board of

LYY

Archivist Date Secretary




- SCHEDULE

FORM - HR-RM 14 ‘ o o ‘ _
L (erse REQUEST FOR RECORDS RETENTIOMMBCHEDULE NO- 252
Holl of Records (Continuation Sheet) PAGE
Commission NO. 26
5. Description of Records 6. Recommendation
A Describe records accurately. .Include title, form number, size of documents, of Hall of Records
A work or activity to which the records relote inclusive dates and quantity and Board of Public
: {cubic or linear feet). Show recommended retenhon period. Works.

Conrission to preserve this register pemananﬂy
RECOM{EMDATICN & mmm PERYANERTLY. . '
VETERANS}_RELIEF FIIZ (Caso Histories)

L{ ESLIEF FUND PERMANENT BOOKS GF ACCOUNT

Datess 192 = =
Quantity: 108 drawers (162 cubde feet)

File Arrangements Alphabetical
Ammual Accusnlations 33 drawers (S cubde feot)
Disposable Amounts 70 cubde £eet. (estimate)

Audits State
Indexs Yes, See Item b

T}owmd.ssionadminiatersthaVetsransRenafﬁmd The fund is
st aside for the relief of veterans, veterang! wdives, widows, ar
minor children. No individusl is eligible for more than $200.00
in benefits, The file consists of individual folders fer each -

applicant contiinings

Applicaticn for Relief

Investigator's Repoxt
mmmzmgmwmmmm(omm)
_ Record Shest of payments made to applicant, alwwsdata,
‘amount, and total amount to date
Ccpyofniachargo(allworldwarnveteransaudthemaﬁer

cccasionally for veterans prior to torld War IX)
¢ A . )

errespondence _
Algso included in the file 4s a slip of paper noting the
mliafeheckmuber,thedam,andnmandaddressot

ncip&ent.
Folders containing records of deceased vetorans are stamped
®daccasad” but remain in the file. In instances wvhare tha
individual has recsived the maxirmm bensofits all records’ except
ths last application and the Becord Sheet are removed to an ine
active filae, mnmmmmmmmmm ‘

thoe active f1le.
RECO'MENDATION: RETAIN LATEST mcanon'm RELIEF AND THE
" RECORD SHEET PERMANENTLY; RETAIN AL OTHER DOCU-
HZNTS FOR THREE YEARS CR UNTIL AUDITED, \ELICHEVER
* IS LATER, AND THEN DESTROY,

Two permanent records accounting for payments from tha Relief
Fuond are maintained. These are the Chock Begister and the Recon-

ciliation Ledger. (Canceled Rolief Fund payment checks are

OVIED BY

Ay

BOawry 58

BLIC WORKS

,.
(%

l“

Date .. MAY 1 4 1958

APPROVED
HALL OF RECORDS COMMISSION

ML S RPIY
Sccret.‘xry




ronn.. HR-RM 14 . L . . . -SCHEPULE
(8-1-53) .REQUEST FOR RECORDS RETENTIONEBCHEDULE NO. 252

" Hall of Records (Continuation Sheet) PAGE
Commission _ ) NO. 3.
4 5. Description of Records 6. Recommendation
y Describe records accurately. Include title, form number, size of documents, of Hall of Records
.em work or activity to which the records relote inclusive dates and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.

incmdadinImaandmlbamtainedforthmeywscrmm
8“(”.*494).

mmmnom HETAIN mmm
¢, | mecom cm (s3]

Sizes L# 16' o '
Datest Includes veterana ot Ci.vnwarand thereafber

Theindexorﬁeccrd&xﬁahwathevetmn’anm, raea,warpar-
ticipated in, address, age, place of birth, married, number of

"~ depondents, branch of service, rank, dates of servies, Federal
compensation reeeiveﬁ,andt!nammtanddatesofawﬁmda
gxmtédbytheﬂfarylandVeteranaCmissioﬂ. -

Thisindsxiainthemssofpmpmﬁonandhasbeencmpleted
through the name Jackson at this tims (Harch, 1956).

. RECOMEHDATION RETAIN PERMANERTLY.
. 6. | CLAIN FILE

Datess 19214 -~ - '
Qua.ntitw: 1 draver, active dsceased
2 drawvers, active living :
20 drawers, inactive didceased -
12 dravers, inactive living (total 95 drawers,
1S cubdc feot)
F'ile Arrangemont: Alphsbetical
Annual Accumilations 3 drawers

The Comilssion asgists veterans, thedy dependents or survivers
who are or may be entitled to aid.from the Federal Government,

Individual file folders are maintained, anntaining the fonmd.ng
reoordss
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Casa File Eaca Sheet shousnaxne, chimnunhar,mpmﬁ-
cipated in, service number, dates of service, branch
- of service, disabllity, and a brief sumary of each
action wmndertaksn by the Comrission in its efforts -
to aszlgt the veteran or other claimant

apandence .
Various Veterans Administration forms
Acknovledgment of Veterans Administration that the CMssS.on
holds ths veterans powar-of-attorney.

‘ Other reccords vhich may be in the file include verious affidavits
of proof of service, marriage, dspendency, age, etc.} documents

concerned with 1litigation involving the claimant, Veterans Adminig-
tration and Veterans Cormissiony and data concernod with hospitali-
gation, service, insurance, dsath benefits, widows rirhta, veterans




SCHEDULE

) ronM:HR-RM 1A ’ ‘ ’ NO
(5-1-83) REQUEST FOR RECORDS RETENTIOMMBCHEDULE : 292
-Hall of Records (Continuation Sheet) PAGE
Commission NO. k. .
6. Recommendation

5. Description of Records
Describe records accurately. Include title, form number, size of documents, of Hall of Records
and Board of Public

4.
Qm work or activity to which the records relate, inclusive dates, and quantity
: (cubic or linear feet). Show recommended retention period. Works.

preferenco, etc.

There 1s continuing reference to this file for various purposss,
and later claims or actions frequently involve use of records

£iled for claims processed at an earller date. Thsre is, however,
a great deoanl of material in the file which has limited reference
valug, such as moat of tha correspondence including letters of

transmittal and form letters. it is the practice of the Commission
to periodically remove from the file this type of material having

trangitory value,
RECOMENDATION: RETAIN ALL DOCUMENTS PLACED IN THE FILE FOR THRER
YEARS; THEREAFTER DESTROY THOSE DOCUMENTS WHICH
ARE OF EPHEMERAL OR TRANSITONY VALUS; AND RETAIN
ALL OTHER DOCUMENTS PERMANEHTLY.

APPROVED
HALL OF RECORDS COMMISSION

7. GEHRERAI, CORRESPONDENCE
Dates: 1936 = =

File Arrangements Alphsebetdeal
. Anmual Accumulations less than & cubic foot

Disposable Amount: 13 cubic feet

Correspondence concerned with the functions of the Commnission. It
is with Fedaral, State, local and other State agencies; profession-
al civic, and veterans organizations; lawyers, individuals, ete.
Correspondence concerned with a particular claim is filed in the
individual Claim or Relief File as the cass may be.

RECOMMENDATIONs RETAIR FOR THREE YEARS AND THEN DESTROY

8. ACCOUNTING RECORDS

Datest 1938 « -
Quantitys L drawers plus 10 cubiec feet in storage

(total 16 cubie feet)
File Arrangement: Chronological
Disposable Amomnt « 12 cuble feet
Audits State

This iten includes all standard accomting forms used by State
ggencies as supparting data to the final books of entry. The
final books of entry are to be retained permanently. Specifically
these supporting records ares At o e BY
BOAR i WORKT
WAY 1 4 1959

Secretary




[ . .
FORM HR-RM, 1A ) SCHEDULE
(9-1-53) ‘REQUEST FOR RECORDS RETENTIO‘CHEDULE NO. . 2O
Holl of Records (Continuation Sheet) PAGE
Commission N%. 5.
4 5. Description of Records 6. Recommendation
.em Describe records accurately. Include title, form number, size of documents, of Hall of Records
.Io work or activity to which the records relate, inclusive dotes and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.
Comptroller of the Treasury
Form Fo. S
A
E-1-S Distribution of Charges =
E-1 and E-3 Transmittal o=
DD Certificate of Deposit and Benk Deposit Slip w
R-2 (formorly MR=-2) Monthly Report of State Fumda Collected snd >
Deposited =
Distribution of Unexpanded and (bligated o= 55
Balantes a- o
Monthly Statement of Balances ) : oz
[ ¥ 5%
Purchosing Bureau {Dspartment of pudget and Procurement) _C_:
. e |
1-4 Requisiticn for Supplies =
M-AIA m;se Order =
100« -Scheduls Requiaition for Supplies
39-A and LO-A Stores Requisition
CF-2 Copy of Coutract Averdad
. CF=l Capital Fund Requisition for Equipment
10042 Actual Emergency and Repairs Report
27-A Copy of Contract Awarded
CP=3 Copy of Contract Awarded
Delivery Invoice -
26-A Copy of Contract Awarded
CF=3 Copy of Contract Avarded
Delivery Invoice
26-A Hotice of Award of Contract
52 Credit Momorandum
St Beport of Partial Delivery
Budgot Bureau (Department of Budget and Procurement)
BB=1 (Rav,) " Formerly EBel and BB=2
Budget Schedule Amendment Sheet
B.P. Inv, RI01 Report of Fixsd Assots (anmual)
g.;. im. 161102 Report of Materisls and Supplies (annual)
oPe Inv, Walsmd&tpp]iesmmallmmmy(ammrl)
BB-40 Requast for Position Action
Budget Form Hos,
lthrull Budget Estimates Fiscal Year (13 pages includ-
ing farm statement)
RUAIEI R M B IR
RO ThIC WORL -
® Do . WP 141958
Lwi :
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FORM HR-RM' 1A , ‘ - SCHEDULE
. (e-183) ‘REQUEST FOR RECORDS RETENTIONWSCHEDULE No. 252
- Hall of Records (Continuation Sheet) PAGE
Commission NO. -6 .
5. Description of Records 6. Recommendation

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

. Fe

_ Public Works, Jamuary 11, 195k).

e e
. : BankDepositsupo
- ' Bank Stataments. _
Bank Depoait Receipts
Canceled Checks
) Chock Stbs - )
aécmmrimz RETATN FOR THRER YEARS OR UNTIL AUDITED, WHICH~
" EVER IS LATER, AND THEN DESTROT. | -

ACCOUNTING: RECORDS FOR VICH DISPOSAL FiAS BEEN movmm BYA
GENERAL,_RECORDS REIENIICH SCHEDULE | _

PAYROLL (Prior to July 1, 1953). The m copy of this payroll
fora is to be retained for five years or until audited, whichever

1s later, and then destroyed. (Gemeral Schedule No. G-1, Item 1-4,|

approved by. the Board of Public Works, January 11, 195k).

PAYROLL JOURMAYL - ’meagencycopyistobemtained torthme
or until audited, whichever is later and then destroyed..

years
(Genaral Schedule No. G-2, Item 1-d, approved by the Eoard of

PAYROLL EXCEPTICHS, Additions and Exceptions -« The agency copy is
to be retained for three years or until audited, whichaver is _
later, and then destroyed. (Genaral Schedule No. G=2, Item 3-3
approved by the Board of Public Works, Jamuary 11, _

PAY WARRANTS = Theagmwycopyiahberetaimdformwm
or until aundited, whichever is later, and then destroyed., (General
Sdmduem.G-B,Ite:nB,apprwedbythQBoaxdofmucm,

May 10, 195L).

RECEIVING WARRANTS - Theagsncycopyiatabemtahmdtorthme
yaarsormﬁlmdi.ted,ﬁ:icheverislatar,andthan N
(General Schedule No. Gel, Itam 3, appmadwtheﬁoard of %
Public Works, May 10, 1951:

mnsvﬂmmmwdorn-%(cmpmna-ofmrmryfm)u
€0 be retained for three years or until audited, whichover is
later and then destroyed. (Gensral Scheduls Mo, 0=5, Item 3,
epproved by the Eoard of Public Works, May 10, 195k.

APPROY

BO vt i PO
Dot - MAY 1 4 1954

APPROVED
HALL OF RECORDS COMMISSION _

85

3L1C WURED

A
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FORM HR-RM 1A
. 3

'. SCHEDULE
(9-1-83) ‘REQUEST FOR RECORDS RETENTIOMSSCHEDULE NO.! 252
Hall of Records (Continuation Sheet) PAGE
Commission NO. ‘9.
4 5. Description of Records 6. Recommendation

A
0.

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public
Works.

10,

MASTER AUTHORIZATION

This state-wide form of ths Commdsaioner of Persomnel is the
authorization for entering the smployeet's name on tho payroll

or for making any changes in the pay rate. It also shows all
pay deductions.

RECOMMENDATION: RETAIN WILE EMPLOYED AND FOR THREE YEARS AFTER
DATE GF SEPARATION, OR UNTIY, AUDITED, WHICHEVER
IS LATER, AND THEN DESTROY. :

LEAVE RECCRDS

File includes the following récordss

Leave record card - Form SEC 128-A, a standard stote-wids
forn prepared annually for each erpldyes. -

Leave applications

Doctorts certificates

RECOMERDATION: RETAIN FOR THREE YEARS OR URTIL AUDITED, b&iI(.;HEVER

1S LATER, AND THEN DESTROY.

A PNROV
POBLIC Wor T

14 -
SERE “in1 1 4 1956

By L

APPROVED
HALL OF RECORDS COMMISSION
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